Chapter 4 HESWAP

The HESWAP System is used to manage and track production for each Lead Safe Pilot Agency. In this system,
client information, the work performed and costs associated with the work are monitored. It is important to
keep records as up to date as possible in the system to accurately display the work perfromed by the agency for
all actrive grants. As the records are entered, please note that the dates are a key field on every screen to
monitor. You want to ensure that the dates reflected for your production are as accurate as possible to ensure
proper reporting. Below are outlined key areas of the HESWAP System and their functions. Should you have
questions regarding the HESWAP System, please consult with your assigned State monitor and/or contact the
Support e-mail address: LeadSafeProgram@dca.nj.gov.
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Gross wages and salary 2,500.00 Monthly 0 2,501
€  Records; 1-
>
Al family member(s) 18 and clder must have an ncome row, the famidy member(s) Jane need 1o have mcome ksted
Monthly Income 2.500.00
Annual Income 30,000.00

After entering all household members on the family page, then next
proceed to the income page. Here, all members of the household
who are above the age of 18 must be documented. The red text
indicates all members of the household that have been identified

as over the age of 18 and require an income record to complete the
file.

Click the plus sign to add a new record.
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+ indicates a required field
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Please note when entering “no income” the frequency will still need to be entered as well as

the hours/week. Entering other/0 will suffice as long as there is a character recorded it the
field.
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+ 1.1. Required Documentation

The following are the forms and documents required in an
Application Package:

©)

O O O O

“Lead-Safe Pilot Program Application”

“Right of Entry Permit and Release of Information Form”

“Confirmation of Receipt of Lead Pamphlet”

Proof of Income

Copies of Social Security Cards or Equivalent Documentation for all household
members

o Proof of Residence at property for occupants

Proof of Ownership (copy of mortgage deed, or rental agreement, or county tax
record)

Copy of Current Property Tax Bill

Copy of Current Water and Sewer Bill

For Lead Abatement Grants, an Order for Abatement from a Health Department if
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The documents screen serves as a checklist of what is to be expected in the physical client file.
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fle [t Yew Fpeortes Jook Help
Bi v B -0 o v Page~ Sefetyv Took~ @~
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’ No Income Vierficaton form / Written
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Income Eligbilty Documents and Net Rental 4
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NP Consumption Record Not Requred NA
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N r Health & Safety Chant btake Survey Not Requred NA

\ND2Fr Owner's Parmasson 1o Weathenze Complete 111672016

Records 1-150f 15
Note: Attachments we roquired for completed docaments marked with o red astensk Use “Ede Clent Document” (notepad acbon bumon) %0 upload attachments f a
required document does not apply 10 ths chent. please mark the document 28 "Not Requered™ and enter the taason why Ihe document i hot appbeaie m the
Commaents fold
Update Multiple Documents
% Apply Selected
Apgly helected

Try our mobile Energy Audit
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Only when the client information is entirely
s Site Assessment L - .
 CLIENT INTAKE S entered and the client is deemed eligible will the
S — Fst Name John Last Name Example P ; ;
mm G > - & i e audit information page be available.
i Number  |1412278136
Documents 5 Ao e . A job number will be defaulted on this page,
Employment VenSicabon Job Type - s Job Stawus® | Inspected . . .
v Wap Assessment Date (11162016 [T Roweather Dato b however, agencies can change this number to
Chent Job List Complete Date  None .
At Indormatony K Tyv : develop a sequential system to track records.
Wap Document
Prioety Audt Reweatherzation | Need Approval
Selected Measures Deferred Site assessment section of this page needs to be
» WEATHERIZATION
» BASELOAD completed.
» HOT WATER Nearest Weather Location
' In the House information page, “Lead Paint” and
Enet:::asmcs - e REoR ‘ - page,
v .
Energy Savings “Built before 1979” check boxes should be marked
Modelng Report House Information .
Qucic Home Audt if they apply.
House Type - =
el r= “ Once finished with the audit information page,
Basement Type - L 2 Knob&Tube
# of SmokersiPets 0 Asbestos click the “weatherization” tab and select the
¥ of Woodstoves o v Lead Paint “ ” H
itk o o other measures” subsection.
¥ of Unvented Heators 0 voc
¥ of Bedrooms 0 V) Bt before 1979
Year Bult v

Try our mobile Energy Audit
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LP-Doce-strp-aet scrape 20000 2
LP-Stablze wndow-mesc 10000 5

EA
EA
LP-Ext remove paet - scrapers. 500 1000 SF
LP-Docr - stabilze & pant alloyd 500 20 EA
LP.Clean-HEAP\wet wipaHEPA 200000 SF
LP-Stabize and pant 4 500 300 SF
LP- Environmental Review 20000 1 1

LP- Lead Risk Assessment 0000 858

"AR A8 28 AN AV A% AV 4

A Infitraton All measures applicable to the Lead Pilot Program will be listed under “other measures” and
will begin with “LP”.

» BASELOAD
HOT WATER
:woa:‘omen Click the plus sign to add a measure for the job

Work Ordar
Change Audt

Madeing Repod Try our mobile Energy Audit
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» BASELOAD
» HOT WATER
* WORK ORDER
Work Order
Change Auct
Instaliaton
tnspecton
Monsor Inspecton
Upioad Photo
w ENERGY SAVINGS

™ HESWAP Heip Desk 566.358.5217
wappon{hanc

E

LP.Door-strp-wet scrape 200.00 2 EA
LP-Stabsiize window-mesc 10000 5 EA
LP.Ext remove pamt - scrapers 500 1,000 o
LP-Door - stabdze & paent alkcyd 500 200 EA
LP-Clean-HEAP Wot wipaHEPA 2.000.00 1 SF
LP-Saabdize and pant 4 500 300 -
LP- Ervronmental Revew 20000 1 1
LP: Lead Risk Assessmont 30000 1 1
Measure® [ -
Unat Cosr* LP-Clean floor - HEPATSP X
LP-Cean- HEPA
20U Matoren 00 LP.Clean-HEAP wat wipaHEPA
Comment LP-Clean HEPAMot wipe
LP-Commercial cloan cortarm
20 AP Casmtans "
St sntog rommw
LP-Danly refocaton v
| LiP-Dssoccse of carcet
In the event that there is a measure needed to be added to the list, users are to e-mail
leadpilotprogram@dca.nj.gov (CC you State Monitor) and request for the measure to be added.
You will either receive confirmation that the measure was added or be instructed to use a
measure in place of the requested one.
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Welcome vbullard

RE

Logout

Energy Consumption Veador | - Search

P VR—————

4

w WAP ABC Lead
N\ & 1412278138 1162016 Inspection John Example Contracions 1040000 No

Audit informaton 0 . LEW
N\~ 1412278138 11162016 Work Order John Example Corporation 0000 No

Prionity Auckt | Contasns. . | Equal To ¢ |Contans ¥{ |Contans 184 | Equal T
SO A : | I | ‘

| |

Heatng/Cooling o ‘ ‘ Recordy 1-20of 2 - Pages 's 3 > b

e Ilivation Once all measures are selected on the other measures screen,

O aasixak users will go to the Work Order tab and select work order to

» BASELOAD

» HOT WATER

¥ WORK ORDER

Y L . .
_ Click the plus sign to create a new work order.
Instaltation
Inspection
Monstor Inspecton
Upload Photo
w ENERGY SAVINGS

assign the measures to a contractor.

HANCOCK : Try our mobile Energy Audit
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Job Numbex 1412218138 Chent Number 1412278138
Work Order Date® 11162016 Schedulod Date | 11162016
Comment

g 3 2 S~
LP- Envecnmantal Rovwew LEW Corporaton

LP- Load Rosk Assassmant LEW Corporation

Update Multiple Measures
[Clnnqt Vendox to Agply All I

Print Options
|7 e Costs | Photos Sort Work Order by Prioe | Include A Infiliraton ik
« indicates a required field

Saee Cancel o JOb Measire Report €Ml Labor Log Repon
e — tam asin P ke — e ————————————)

All measures assigned to the job will be listed. If there is more than one contractor that performed the work, select only the
specific measures and assign them to the contractor. If it is the same vendor, you will be able to click “Apply all”.

Please note: There is an option in the print options section to click photo. Users are not to upload any documents in the system.

RSN -
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Job Numbaer
Work Order Date®

1492278138
11162016

Chant Number
Schoduled Date

1412278138
11162016

LP- Envronmental Reveew
LP- Lead Risk Assessment

Update Mull_lglo Measures

LEW Coeporation
LEW Corporation

lCh.mqueﬁdo-k)

Print Options

|+ Inciade Costs v Photos

Son Work Order by Prce

Include Ak Infiltration nfc

» indicates a required field

—iﬁ—

On this screen, Users can edit the quantity and cost for each
measure.
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Job Number 1412278138

Chent Number 1412278138
Work Order Date® 111672016 e | Scheduled Date | 111672016
Comment

LP- Environmental Revwew

LP- Lead Risk Assessment

Update Multiple Measures
ICM\go Vendor 1o |

Print Options
[~ inciude Costs

ABC Lead Contractors

Leadbeater's Plumbing & Heating Shude Air Infiltration infc
LEW Corporation
» indicates a required

biak. Windows Plus

_—

L £-Mad Labor Log Report
i i, -~ @ @ @

The change vendor drop down will show all vendors (contractors) agencies have registered
on the vendor list. After assigning a contractor, press the save and close button. It will bring
you back to the main work order screen and the job should now have a work order status .
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prise

Agency |-
Contact |

Vendor |

HESWAP Help Desk  866-358-5217
support@hancocksoftware com

Welcome vbullard

Logout

i@/ Install Date | ([ 8 Mo
I Search

w ENERGY SAVINGS
Energy Savings
Modeling Report
Quick Home Audt
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\ M 1412278138 Work Order John Example 000 No
.’ 1412278138 11/16/2016 Inspection John Example 1040000 No
{ Cortaunss ¥ {Equai To = |Contans 1% |Contans % | Equal To &
| l | [ | | 2
DD Recods 1-2002-Pages g o 1 pa (outof 1
< >

Installation is the next screen to select. This will be where you
document when the work was performed.

Try our mobile Energy Audit
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Information

Job Number 1412278138 Chent Number

1412278138

Vendor LEW Corporation

Agency Department Of Community Affairs
Work Order Date 11/16722016
Comment

Inspection Date®

« Indicates a required fhield

Callback

Clicking the pencil near the work order will allow
you to enter the date of the work and any

comments necessary for the job being entered.

Save Canced Save and Close View Photo Upload Photo
NN i P i i, et ——

"_105% ~
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LP- Envwonmental Review

LP- Lead Risk Assessment

Selecting the measures tab will allow you to edit the quantity
and cost if this has changed since the work order was created.

<

« indicates a required held

Save Cancel Save and Close @ View Photo

Ugpiload Photo
e

3 Revised 4/11/2018
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Information

Siecescommn
Job Number 1412278138 Chent Number

Vendor LEW Corporation

Agency Department Of Comemunity Affairs
Work Order Date 11/152016

Comment

Inspection Date®™ | 11152016
« iIndicates a required held

1412278138 John Example Callback

Although the field for date is labeled “inspection

date”, this serves as your installation date.

Save Cancel Save and Close View Photo Upload Photo
[T - — cin. —— e

+105%
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@ SOFTWARE

pr

Welcome vbullard

Logout

M 1412278138 11162016 Inspection

John Example 1040000 No
Audit lnformaton \Fu 1412278138 11152016 instat John Example 50000 No

Pricety Audt | Contarn ey | Equat To 1%/ |Contmns \8{ |Contans b4 Equal To 134
\ | s | | | k2

Heatng/Cooling ‘@ S Records 12 of 2 - Pages - % s (ot of 1

BasementFloor When updating the record, you will see the status change to install.
A Infltration
Combustion Safety
Other Measures
» BASELOAD
» HOT WATER
¥ WORK ORDER
Work Ordler
Change Audit
Inspoction
Monstor Inspection
Upload Photo
w ENERGY SAVINGS

Modelng Report Try our mobile Energy Audit

2018 Hancock Software all nghts reserved (Version: 5.1 10 14 (GDDDE22)
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o mm%&&" Welcome vbullard

=!5IANCOCK

Logout

OFTWARE

-
C
V3 Revised 4/11/2U18

Agency |- =N
Inspector | j%  Inspection Date | ITRo- o
Vendor | = Search
\ F 1412278138 Install John Example 000 No No
A N 1412278138 111672016 Inspecton John Example 1040000 No No
| Contauns L |Equal To 8y | Contans 3 | Contasna |38 | Equal Tojas | Exp
| | L% | | | ‘= |
D WP  Recods 1-2002-Pages. 40 o 1 &
< >

1: This value has been amended

The work has been installed and now the final inspection needs
to be performed. The inspection screen is your next step.

Try our mobile Energy Audit

-2016 Hancock Software ¢ reserved (Version' 5 1 1014 (GDDD622))
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v Pagev Safety~ Tgols~ o~

Inspection Detail

Job Number 1412278138 Chent Number 1412278138 Chent Name John Example
Vendor LEW Cerporation NVork Order Date 11152016
Agency Department Of Community Affairs Install Date 11152016
Schedule Inspector® " Date

Comment

« Indicates a required field

On the inspection screen, you will click the pencil next to the
job and be presented with this screen. Here you will identify
the inspector and when the inspection was performed.

_:‘-J.r a Canced “ Save and Close & Agency QC Foem l Entire Job Agency QC Form .

*105%
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Inspection Detall e
Job Number 1412278138
Veondor LEW Corporanon

Agency Department Of Community Affass
Schedule Inspector® Xn U -

I

Chent Numbeor 1412278138 Chaent Name John Example
Work Order Date 11152016
Install Date 1Mns2016
Date 1152076
Comment Work completod

« Indicates a required hald

There is a comment field to provide additional inspection details if needed.

e Y O i e R S L

HI1ON ~

Print Options for Final Acceptance Form
Include Costs Entire Job

P ———————————————————————————————————————————————————————— i __TP—a—_u.,
l . Save . Cancel Save and Close " Agency QC Form | Entire Job Agency QC Form

«
V3 Revised 4/11/2U18 Page 61
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Measure

Record Status of Al Measures

LP- Environmental
Revaw

LP- Lead Risk
Assessment

The measure tab is where you will confirm whether the measures installed passed or failed inspection.

<

« indicates a required field
1: This value has been amended

o &0 €0 €NETP Coloh il Lo Sdiwe

$105% ~

«
v
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View Fgvontes Jools Help
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Measure

d

Record Status of All Measures

——p————

You are presented again with the option to update costs of a job. Scrolling to the right will allow you to

pass/fail each measure. You can also use the above drop down that says “record status of all measures”
which will allow you to pass or fail all measures at once.

<

« iIndicates a required field
1: This value has been amended

.

3 Revised 4/11/2018
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Welcome vbullard

E

Logout

S HANCOCK
W . SOFTWAR

HOME Al
w CLIENT INTAKE 1412278138 Inspeciea John Example 123 Exampie St Trenton City MERCER
Chent Information
Roconds. 1-1001-Pages. 44 ¢ 1 5 salov
Fm,“' ' < >
e e
Documents
Empioyment Verification
* WAP
et Job Lis!
Auct information
Wap Document
Prioaty Audt
Selected Measures
 WEATHERIZATION When you complete the inspection screen, go to the client job list

W" - < screen to confirm that the job is complete and ready for reporting.
Alte
Wall

WincowDoot
BasementFloor
A Infitrabion
Combussion Satety
Other Measures
» BASELOAD
» HOT WATER
v WORK ORDER
Work Order
Change Aude
Instaitation
Inspecton
Monor Inspection Try our mobile Energy Audit
Upicad Photo (C)¢ yright 2007-2016 Hancock Software all rights resery ]
v ENERGY SAVINGS

.

<l

3 Revised 4/11/2018
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™ HESWAP Help Desk: 866-358-5217

support@hancocksoftware com Welcome vbullard

Ll
il SONGORE

Logout

HOME ~ ;
w CALL CENTER ]‘ Job Number | | Agency | Depantment Of Community Affairs | Search
Aaa Chent First Name | Invoice Number | Invoice Date | e [ fip (=3
Chent List ’ "
S ey Last Name I Payment Number | Payment Date | 12304 o
Acd Chent Funding Source | - k3
Client List
Multitamay List
v JOB
Chent Status Report
Job Process Repont Department Of Community
et ‘ APl | 14250 Open o 6,900.00 0.00 6.900.00
» WORKFLOW \“Pe 14342 Open g Of Comemuty 26,952 63 0.00 2695263
Job Assignment
v VENDOR/CREW P 09238 Submatted SR L Sy 0.00 20,000.00 20,000.00
Vendoo/Crew List ;“
Vendor Uset I L+
Personnel < >
+ INVOICING 1: This value has been amended
Indirect Costs A job can only be placed on an invoice when it is in an inspected
Invoice Date® | 11/16/2016 o . . . ) .
Payment List status. The invoice list screen is where you will go to create your
I Erint Options invoice. Click the plus sign to create a new invoice.
View Invoice | ) Show Unsesected Invokce Numbers |
SO RBOCRENEON ~ indicates a required field
¥ REPORTING Es“"‘"“ e

Try our mobile Energy Audit
(C) Copyright 2007-2016 Hancock Software all rights reserved (Versit

3 Revised 4/11/2018
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ll HANCOCK
B SOFTWARE
| HEAT Enterprise |

HOME
w CALL CENTER

inarect Costs
Payment List
Amendment List
View Invokce

Pad Invoxe Roport

Crean

w REPORTING
Bucget Balance
Aguust Budget

Procuction And Job

Lo HESWAP Help Desk: 866-358-5217

3 Revised 4/11/20138

support@hancocksoftware com Welcome vbullard

Logout

Invoice Number 14350 Invoice Date None Payment Date None
Agency Depanment Of Community Affars Payment Number None
Total Direct Costs (8) 6.900.00 Total indrect Costs () 000 Invoce Total (8) 6,900.00

Manage Jobs on invoice (Direct Costs
CUActons  JabiMumber PiestName  LastName Addvess Funding Source  Contract Year  Job CositS) Yot Costt!

PRERoew 83122243 Timothy Sample Lead Paint 2018 6,900.00 6,90000

©  Racox

Indirect Costs on Invoice (expand/contract)
- - - - - - v—— —

Thece are no recornds svatable

£de Comment Comment
« indicates a required field

T e e e

Note To dedele an nvoice, please retumn 1o the invoice List and Sedect ‘Delete’

When creating a new invoice, you will be able to add direct costs (which or
the jobs inspected) as well as indirect costs (i.e. insurance, admin, etc.).
Click the plus sign under the manage job on invoice (direct costs) section.

Try our mobile Energy Audit
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3 Revised 4/11/2018

End Dato* 1162016 Funding Source | Lead Pant

Street

First Name
Contract Year* | 2016
« iIndicates a requered field

Agency Department Of Commurty Aftars
Select A4

v

Recoras 0+ 0ol 0 - Pages

View incomplets Joba

When this screen appears, select the funding source, program year and click search.

H100%
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End Date’* 111642016 =i Funding Source | Lead Pant

First Name
Contract Year* | 2016

Streot

« Indicates a required fHeld
Agency Department Of Community Affairs

Select Al

1412276138 3 Examople 123 Example St 10,800 00

Records. 11 of 1 - Pages 1 fout ot 1)(

|©

jave Cancel View lncomplete Jobs
— i — —

Every completed job that is assigned to this grant will be
listed. In the event that a job does not show, click the “view
incomplete jobs” button. This will show you any job that is
not placed on the invoice and list the reason why.

3 Revised 4/11/2018
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@ SOFTWAR

HOME ~

w CALL CENTER
A3g Chent
Chont List

w CLIENT
Add Chent
Clent List

w INVOICING
Indeect Costy
Payment List
Amencment Lt
View Invoice
Paxd Invoke Repon
Creon

w REPORTING

HESWAP Help Desic 866-353-5217 Welcome vbullard
support@hanc

otksoftware com

Logout

invoice Number 14350 Invoxe Date None Payment Date Nooe

Agency Departmant Of Community Affairs FPayment Numbec Nooe

Total Dwect Costs (S) 17.800.00 Toeal increct Costs (3) 000 voice Totl (S) 17800
Manage Jobs on Invoice (Direct Costs |
m_ﬂmﬁ—mm—vm—mm—m—nm -:: 2 =
PREESD 1412278138 Jonn Example 123 Example St Load Pant 2016 10,900 00 10,900 00;
PREAsE 83122843 Timotny Samole 1 Samgle Ct Leag Paint 2016 £,000.00 £,900 00|
o Recon

Indirect Costs on invoice (expand/contract)

Thece are no records avalable

fat Cammant

Comment
« indicates a required field

LCamphu B Matuwmn to Invosce Liat

. Detaved Invoxe Atzach ¥ie v Imvouce

Note To Oeleto an nvoce, ploase return 10 the invoice List and Select 'Delety’

Once you have added the jobs to this invoice, you will be able
to click the plus sign under the indirect costs section to add
these costs.

Try our mobile Energy Audit

HANCOCK

Y : s
11014 (G

3 Revised 4/11/2018
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Information
Agency Department Of Community Aftais
Budget Type® ||
Start Date® Admin
Bl Amount* FInancis Auon
Description Health and Safety Dedorred
Liateity nsurance
Program Support
TITA

- Bill Detaill |
SRS

o | 1IAE2016

- Personnel Bill Detail

« indicates a required field

e
v

On the indirect cost screen, there are red asterisks for all required fields.

3 Revised 4/11/2018
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Help
Sufety v Tools~ B~

Information

Agency Department Of Community Affairs

Buaget Type* | Admin £

Start Date® 11162016 r | End Date® | 111622016

88 Amount* | 0.00
Description

= Bill Detall (enable Expand and Contract)

Non-Persomnnel Advertising
Nos-Personnel Bockkeeping Services
Non-Personnol Lease Purchase Equipmont
e P e Non-Persomnol Office Expense
Non-Personned Other
Noor-Persorned Travved

- Personnel Bill D«
—_—

« indicates a required field

When adding costs such as Admin, you will complete the bill detail section as

well as the personnel bill section if it is applicable to the costs you are capturing.

*, 100%
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227 HANC
& B SOFTWARE

HOME
w CALL CENTER

Indirect Costs
Payment List
Amendment List
View Invoice
Paid Invoice Report
Crect

* REPORTING
Budget Satance
Agust Buoget
Production And Job
Cost
Distnct Reports
Systern Reports
DOE Reports
Csent Approval
Measure Approval
State Approval
Wage Approval

Change Audt Approval

Clent Report

—  Oonfmantian WS

3 Revised 4/11/2018

K"' HESWAP Heip Desk. 866-158-5217
support@hanc:

ocksoftware com Welcome vbullard

Logout

Invoice Number 14350 Invoice Date None Payment Date None
Agency Department Of Community AMars Payment Number None
Total Dwect Costs (S) 17.800.00 Total Indwect Costs ($)  6.20000 Invoice Total ($) 24000
Manage Jobs on Invoice (Direct Costs
. g : Adgdress  Funaing Source Contract Yewr  Job Cost($)  Total©
PFREsw 1412276138 John Example 123 Example St Lead Pant 2016 10,900.00 10,600 00|
PRE=D 83122343 Temotny Sample 1 Sample Ct Lead Paint 2016 6,900.00 6,000 oo;
(4] Rocor|
Indirect Costs on Invoice (expand/contract) ‘
CActions BoggetType  Funding Source  Program Yesr StartDste  EndDate BN Date B8 Amount(
= | Program Support Lead Pant 2016 11116/2016 11162016 6,200 00

Comment.
+ indicates a required field

T e e e |

Noto To delote an invoke, please return to the invoice List and Select ‘Delete’

Edx Comvment

Adding all costs to the invoice both direct and indirect will reflect as such. Although there are
separate sections, the costs all come together on one invoice.

Click “view invoice” to see the status of the grant with all costs captured.

Try our mobile Energy Audit

HANCOCK

;opynght 2007-2016 Hancock Software all rights reservy
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Report Created: 111622016

WEATHERIZATION ASSISTANCE PROGRAM

REQUEST FOR PAYMENT & STATISTICAL REPORT

Regont D Range -
Invoce Numbers: 14350
Program Year 2016 Contract No- 00
Proadsr. Department Of Communty Afars Contact Person Ange Amand Grant Lead Part
Address: 1013 Beoad Strest Report Date: 11162016

Trenkon NJ 03625 S N Iy 028

Phone: 036334260 Fax 608-29097% E-Mal Almandfdca stale nyes

Previously | This Period ~ Cument Year ComrentCanty| Previoss Cany

Total Budget  Hoquested | Raquested Budget e L Advaece

A : Remai Over Remaning Ovet Remaining
Adom $2000000 000 00| S000000 000 000 000} S200000 000 $2000000 $000
1A $.00000 00 $00]  $500000 000 0N SO00f 500000 $000| 500000 $000
Weatherzabon Matenals $100000.00 $000| 17300001  $220000 000 000 $000F S82X000( §9700000| $R220000(  $17.80000
Heath & Safely $40000000 $.00 $000| §100.00000 600 000 $000f  $100.00000 S000| §10000000 000
Liabdty lngurance $100.000.00 000 3007  $10000000 000 000 $000F  $10000000 $000|  $100000.00 000
Financial Audt $100,000.00 000 $000]  $100.00000 00 00 S000f  $100.00000 $000|  $1000000 000
Program Suppent $100.000.00 0O 620000 $5380000 000 000 SO00f $3380000|  S5X000) §938000(  SHA000
Heath and Sfety Deferred a0 000 040 000 000 000 000 000 000 $000 $000
Totl $525,00000 $000| S24000001 $50100000 $000 000 000 S50100000( S2400000| SE0100000(  S2400000

Carbicabon | cartfy fhat all expendtures fequested bove were mads n accordance wih e contrachial agreement with DCA for adminssiration of e Weatherzation Assistance Program

Sqnatss of Ahoroed Agency Regressrtatie Dxe
OCA Sipatre Dake

3 Revised 4/11/2018

This report shows a number of fields such as the amount

being charged on this invoice, the budget amount and balance
as well as the previously reported amount of funds expended.

Page 73
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" v Page~
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&l 50RO

HEAT Enterprise

HOME

w CALL CENTER
Ags Client
Chent Ust

w CLIENT
Ada Client
Clent List
Muttifamey List

w JOB
Job Process Report
Job List

P WORKFLOW

Job Assgnment

w VENDOR/CREW
Venoor/Crew List
Venoor User
Personnel

w INVOICING
Indirect Costs
Invoice List
Payment List
Amencment List
View iInvoice
Pad Invoke Report
Creait

w REPORTING
Budget Balance
Adyust Budpet
Proguction Anc Job
Cost
District Reports
System Reports
DOE Reports
Caent Approval

L

3 Revised 4/11/2018

K“‘

HESWAP Help Desk: 866-358-5217
support@hancocksoftware. com

Agancy Department Of Community Affars
County -
Program Year Target Date

Funang Source | Lead Pant = 2
| 111162016 e

Welcome vbullard

Logout

units aren’t on an invoice.

One report managers are encouraged to review to get an idea of your agency’s progress is the Client
Status report. This is used by the Lead Safe Pilot Supervisor to evaluate grant progress especially when

When selecting the funding source and program year, you will be able to see the process all units are
in. From client information entered all the way to invoicing. Keep in mind, this data will only populate
the clients with Lead Paint preselected as the funding source on the client information screen.

(C) Copyright 2007-2016 Har

ock Software

all nghts re¢

GE

Try our mobile Energy Audit

sved (Version' S 1
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Export Panel ﬁ F - X
Jobs Entered

Report Created: 11/16/2016

Agency: Department Of Community Affairs Program Year:
County: Target Date: 111622016
Funding Source: Lead Paint
Number of Jobs: 2 Project Eligible Jobs: 0 Common Area Jobs: 0 Total Units: 2
Agency :"': n":"" Job Type  Auditor Street  Job Number :';"." city Zip Job Status  County ‘”“" Phone u Job Total
609
pocA |Jonn | Example Seaaey |2 Examle 44122781382 | TrentonCity [ 08625 |inspectea | MERCER | 1111612016 | 123- 11/16/2016 | $10,900.00
1234
Andre 609.
DCA | Timothy | Sampie Thomas |1SampleCt |83122843 |2  |TrentonCity |08625 |inspected |MERCER |11/16:2016 | 123- 111162016 | $6,900.00
1234
Funding Source: Lead Paint Jobs: 2 Total $17,800.00
Grand Total $17 800 00
Clicking on any blue number will create a detailed spreadsheet which will allow you to export
to Word, Excel or as a PDF. The detailed spreadsheet will show the records behind the number.
b >
U0 -

3 Revised 4/11/2018

rage 75



«
v

Budget Balance

&2 Mpsstaging hancock.. O + & © | 3 Hancock Software Inc.

]_-le Edit  Yiew Fagvontes JTools MHelp

5 ~ B -~ .5 mw v Bage~

Safety v Tgols~ i~

- l sonw%n'l(sm '

w* REPORTING

— DA A
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Funding Source |

HESWAF Help Desk: 866-358-5217
ocksoftware com

| Department Of Community Affars

Canrcm

Welcome vbullard

Logout

DCA DOE 2008 100,000.00 50,000 00 £0,000 00
DCA DOE 2015 2015 20,000 00 5,000 00 5,000 00
DCA Lead Pant 2016 20.000 00 5,000 00 5.000 00
DCA LIHEAR 2015 2015 250.000 00 250,000 00 000 000
Tota 3%0.000 00 50.000.00 £0.000 00
<

ey
AP Lsae LA deene.

Budget Balance screen allows you to select a specific grant or all grants and view the line budget amounts as well as
the balance. Keep in mind that the jobs and costs placed on an open invoice still draws down when viewing this page.

HANCOCK

) Copynght 2007-2

016 Har

Softwasre

Try our mobile Energy Audit
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Production & Job Cost
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File  Edit  View
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Favorites Jooks Help
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1 ) HANCOCK™
W B SOFTWARE

pPrise

HOME
w CALL CENTER

* REPORTING
Buoget! Batance
Adguust Buaget

Produchion And Job
Cost

Destrict Reports
System Reports
DOE Reports
Client Approval
Measure Approval
State Approval
Wage Approval

Change Audit Approval

Chent Report

P ™

HESWAP Help Desk. 866-358-5217

hancocksofware com Welcome vbullard

Logout

Agency | Dopartment Of Community Aftairs N

County | = %, Funong Source | £

Program Year | | Date Range Mo o |

Show By | Agency = Search

Depactmant Of Community Aftairs

17.800.00 6.200.00 20,000 00 000 00

< >

Note: When viewing by county, cOosts that are not drectly inked 10 a county wil not be Included In the report

Fxpert to Eacel

The Production and Job Cost screen shows the amount expended in each Budget Line Item,
as well as the average cost for units reported on the grant and number of units charged to
the grant. This is used to ensure agencies are on track with production benchmarks.

3 Revised 4/11/2018

Try our mobile Energy Audit

(C) Copynght 2007-2016 Hancock Saftware all nghts resorved (Version 5.1 10 14 (GDO0622))
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e Edit  Yiew
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Fagvormes Jools

Help
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HOME
w CALL CENTER

View Invoce
Pad invoice Report
Crean

w REPORTING
Budget Balance
Aoust Buoge!
Proguction And Job
Cost
District Reports
System Reports
DOE Reports
Chont Approvs
Measure Approval
State Approval
Wage Approval

. ™
1 B
| HEAT Enterprise |

~

Change AuGE ADOroval O

Chent Regon

A m D

3 Revised 4/11/2018

HESWAP Help Desk: 806-358-5217

SUDPOENANCOC KSONWare com Welcome vbullard

Logout

» 632440477 Jane Garcia 123 Example St Trenton City MERCER
| Contasns = | Contains (84 | Contains %4 | Contasns I = Cantains .y | Contams Ir = | Conti sy
| | \ | } i | | | | | |
E - ) Recomds 1 - 1001 -Pages <« 1 »aloutot 13 =)

Appruve

There are (3) forms of approval that may be needed when creating a client file or reporting a unit: Client, Measure
and State Approvals.

The client approval is required when a client file is identified as a duplicate. On the client information screen, when
you press save, you may get a message informing you there is a record with the address and asking how you’d like
to move forward. Always press “OK” this will save all the information you have entered so far and allow you to
request for the record to be released.

The Hancock system tracks client by their address and not their name, so you can have five clients with the name
“Ann Taylor”. However, once the address for the client is entered more than once, it will prompt for approval.

For agencies with WAP and LEAD PILOT grants, the Lead Pilot client will ALWAYS be entered separate from the client
file that received WAP. This means that an e-mail will need to be sent requesting for the record to be released.

Try our mobile Energy Audit

(C) Copynghnt 2007-20186 Hancock Software all nghts resarved (Version: 5.1 10 14 (GD00G22))
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Measure Approval
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Eile Edit View Fgvortes Jooks Help
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Measure approval is required when a job is being reported and the total cost of
the job exceeds the allowable cost per unit. If approval from OLIEC is granted to
move forward, your state Monitor will need to release the job form this screen.

Try our mobile Energy Audit
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e The Vendor License has expired.

e The work being reported is a rework

e The allocation date for the grant has expired

e The work performed in a unit takes place outside the grant term.

123 Prceo Dr. Watchung Borough SOMERSET 908 964 0762 Loonarco Ferrsi Reowork and Measure Request

123 Price Dr Watchung Borough SOMERSET 908 966 0763 Leonarco Ferrisi Rework and Measure Request

123 Prce O Watehung Borough SOMERSET 908 966 0763 Daniio \itiar Rewors anc Measure Request

1015 Lakeview ornve Bemargs Township SOMERSET 2086533670 M3k Hammarstone Rework anad Measure Request

244 Weston Roaa Tiocian Tounshio (Romer®l. - SOMERSSET 7324606962 Kurt Ketchlodge Aocaton ENG Cate expeed

29 Old York Roaa Briogewater Township SOMERSET 9086353240 Conmado Gracia Vendor's License has been expired

154 Kingsbaery Or N Tounehip. (Omerms!. . SOMERSEY 732-846-6209 Michael Bright Vandor's License nas been expired

22 Lebea Drive g;"“‘“ Township (Somerse! gomerseT 609-087-5003 Coneado Gracia ABocation End date expired

109 Monmouth Ave Briggewater Towrship SOMERSET 2087223487 Kurt Ketchledge Rework ana Measure Reguest

231 Beck Ave T Toumete ament . BOMERDET 732.687.3567 Kurt Kelchledge Rework and Measure Request

| Lmuun [E | Contatia 2 | Cortana = | Contains 1%y | Contans 1y | Contuns ‘=4

{ | | | | somerset (| [ [ | |
‘S D S Records 1-100(06-FPaos: 44 o 1121314158 » o>

>

The final approval screen is the State Approval Screen. Jobs are listed on this screen for several reasons:

V3 Revised 4/11/2018

Try our moblle Energy Audit



In the matter of a rework, approval to perform rework on a job must be granted by the State Monitor. Once approval is granted, the State Monitor can release the
record from this screen.

The allocation date error appears when the work being reported is charged to a grant that is expired. When your grant is expired, work with your State Monitor to
ensure the grant is eligible for an extension and the request for an extension is submitted properly.

Similar to the allocation end date, when the work performed in a unit (the completed date) falls outside the grant term, the job will be pushed to this screen. Be sure
to check all dates when building a job to confirm they are accurate. The day you enter the information is the date the system uses for that activity.

When a vendor’s license expires, this will need to be updated on the vendor/crew screen and then released from the State approval screen.
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Entering a Lead
Abatement Client
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When entering a Lead Abatement Client, the process is the same
as above EXCEPT that the funding source is “Lead Abatement”.

Abatement Orders are also to be placed on an invoice separate

from the lead remediation units.

One invoice should not contain both lead remediation and lead

abatement jobs.
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. H ANCOCKT“ HESWAP Help Desk: 609-633-6263
HESWAP@dca.nj.gov
W SOFTWARE

HOME A CLIENT INFORMATION
w CALL CENTER
Add Client First Name | Abatement | Last Name | Example |
Client List Street” | 123 Abatement St | APTE | | County® |MERCER | ¥ |
¥ CLIENT City* | Trenton City ¥ State* NJ v zZip* | |
Phone | 123-456-7890 | Alternate Phone | |
Client List —
Multifamily List Mailing Address  |v/| same as above
» JOB Street | 123 Abatement St | Trenton City NJ
Client Status Report E-Mail Address |
Job Process Report Allocation
Job List ) 7,
b WORKFLOW Agency’s select “Lead
Job Assignment lied Date* T
v VENDOR/CREW hop Abatement” as the Pre-

) Pre-select Funding
Vendor/Crew List

Vendor User

Personnel
w INVOICING Client Comments

4 | Primary Heating"

selected Funding Source

Indirect Costs
Invoice List
Payment List Add Comment

Amendment List

View Invoice
Paid Invoice Report HOUSEHOLD DEMOGRAFHIC LANDLORD INFORMATION
Credit

¥ REPORTING Available Eligibility [— |%| Name

BuF:Iget Balance Occupants Address
Adjust Budget

|
|
ErmslErem A el Elderly 0 Children 6-17 0 Children 3-5 0 City |
Cost Children 0-2 0 Disabled 0 State |

District Reports
System Reports
DOE Reports

nt Annroasal

Mlic
Lnapter 4- dEdVWAYK
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To enter measures for a Lead Abatement

project, always ensure to select measures
that ONLY start with “LP-“.

Chapter 4- HESWAP
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™ HESWAP Help Desk: 609-633-6268 D
) HANCOCK™ vz, e waco

D MEASUR Abatement Test

Client Information
Energy Consumption pns . leasure Sectiol Quant U

Fami - . i
Iy DR LP-Lead Risk Other Measure 101 . 500.00 Lead Abatement
Income Assessment

Documents

Employment Verification <

v WAP Total Cost 500.00
Client Job List otal Gost 500

Audit Information Funding Source | | % | Inspection Date | ‘E-:- ( _S_et:"\ Afte r a d d i ng a I I Of t h e m ea S u res’

YT DR 1: This value has been amended
Prionty Audit

L Work Order Print Report
w WEATHERIZATION
Heating/Cooling
Dashboard
e are categorized under the funding
Window/Door
BasementFioor source “Lead Abatement”.
Air Infiltration
Combustion Safety
Other Measures
» BASELOAD
P HOT WATER
+ WORK ORDER
Work Order
Change Audit
Installation
Inspection
Monitor Inspection
Upload Photo

go under the “Selected Measures”

screen and insure that all measures

Chapter 4- HESWAP
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The process to finish building the client is the
same as building a Lead Remediation project, as
noted in the instructions above.

Please refer to page 17 above to finish building
the client.

Chapter 4- HESWAP
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Invoicing for Lead
Evaluations from
Deferred Units
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The following are instructions on how to
invoice for costs incurred from lead
evaluations conducted by NJDCA Certified
Lead Evaluators for units that are deferred.
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™ HESWAP Help Desk: 609-633-6268
. HANCOCK HESWAP@dca.nj.gov - _ Welcol
WS SOFTWARE =y SRERE
HEAT Enterprise

HOME A|| Creating Invoice Number 16094
w CALL CENTER

Add Client Agency® | Department Of Community Affairs ¥

Client List Total Direct Costs (§)  0.00 Total Indirect Costs (3) ~ 0.00 Invoice Total ($) 000
¥ CLIENT

Add Client

Manage Jobs on Invoice (Direct Costs)

Client List
Multifamily List
v JOB There are no records available.

Client Status Report
P o Records: 0- 0 of 0

Job Process Report
Job List
p WORKFLOW %
Job Assignment . 5uag e C ogram Yea art Dz 3 Ol Dat - . e
' VENDOR/CREW
Vendor/Crew List
Veendor User

There are no records available.

Personnel

¥ INVOICING
Indirect Costs
oceLo
Payment List
Amendment List

Edit Comment | Comment:

»indicates a required field

eeeyr Under “Indirect Costs on Invoice”,

View Invoice Note:To delete an invoice, please retum to the Invoice List and Select 'Delete’

ot click the add button.

¥ REPORTING
Budget Balance
Adjust Budget
Production And Job
Cost
District Reports

System Reports HANCOCK

DOE Reports (C 2017 Hancock are all rights

L Complete & Return to Invoice List Detailed Invoice Attach File

Chapter 4- HESWAP
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Information

Funding Source® |
09/20/2017 o Program Year* |

Under “Budget Type”, select

“LP-Risk Assessment Deferred”

- Personnel Bill Detail

There are no records available.

o Records: 0- 0 of 0

+ Indicates a required field

Chapter 4- HESWAP
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Add Indirect Cost

Information
Agency Department Of Community Affairs

Budget Type* | LP- Risk Assessment Deferred |

Start Date* puliaaias exact amount of the Lead |

Bill Amount™
Description

Under “Bill Amount”, enter the

Evaluation from the Deferred
Unit

There are no records available.

o Records: 0 - 0 of 0

There are no records available.

o Records: 0 - 0 of 0

# Indicates a required field

Chapter 4- HESWAP
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Information
Agency Department Of Community Affairs

Budget Type* | LP- Risk Assessment Deferred ¥ Funding Source® |Lead Paint | % |
Start Date*  |09/20/2017 Eis End Date* | 09/20/2017 Ei Program Year* 2016 |

Bill Amount* | 525.00
Description

Under “Funding Source”, select

- “Lead Paint”
- Bill Detail (enable Expand and Contract)

Under “Program Year”, select
“2016"”

There are no records available.

o Records: 0-0of O

# Indicates a required field

Save ML Cancel J
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Information

Agency Department Of Community Affairs

Budget Type* | LP- Risk Assessment Deferred |% | Funding Source® |Lead Paint | ¥ |

Start Date*  |09/20/2017 Eisl End Date* | 09/20/2017 Jis Program Year* |2016 |

Description  |Risk Assessment for 123 AbatementDeferred Street, Trenton, NJ,
Client ID: 1234567

Under the “Description” section, notate that it is a

Risk Assessment for the specific address. E—

Also enter the corresponding Client ID of the
deferred Client.

Records: 0-00of O
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Information
Agency Department Of Community Affairs

Budget Type* | LP- Risk Assessment Deferred | ¥ | Funding Source® |Lead Paint |¥ |
Start Date*  |09/20/2017 Fis End Date* | 09/20/2017 4] Program Year* |2016 |

Bill Amount* | 525.00 |

Description  |Risk Assessment for 123 AbatementDeferred Street, Trenton, NJ,
Client ID: 1234567

- Bill Detail (enable Expand and Contract)

CUHONS UG U i

After entering all of the ©  Records:0-00f0

= Personnel Bill Detail

required information, click

“Save” to save the entry.

0 Records: 0- 0 of O

+ Indicates a required field
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...} HESWAF Help Desk: 609-633-6268
HESWAP@dca.nj.gov

v VENDOR/CREW ~ Invoice Number 16094 Inveoice Date None Payment Date None
Vendor/Crew List
Vendor User PATEEY
Personnel Total Direct Costs ($) 0.00 Total Indirect Costs (8) 1,675.00 Invoice Total ($) 1575
w INVOICING
Indirect Costs

Department Of Community Affairs Payment Number Nene

Manage Jobs on Invoice (Direct Costs)

Invoice List e ———

Payment List
Amendment List There are no records available

View Invoice
Paid Invoice Report o Records: 0 -0 of 0
Credit

w REPORTING
Budget Balance
Adjust Budget LP- Risk i
Production And Job ssessment Lead Paint 09/20/2017 09/20/2017 525 00 I;tés;‘ lﬁ\g?essment for 123 AbatementDeferred St
Cost 1=

DTS REeEs Assessment Lead Paint 092012017 09/20/2017 SR ks essmentivgatOlbatemepthEieediST |
System Reports e forred 0000001

DOE Reports

Indirect Costs on Invoice (expand/contract)

Client Approval Assessment Lead Paint 091202017 08/20/2017 52500 ok Aesessment for 300 AbatementDeferred St

Measure Approval Deferred

State Approval

Wage Approval
Change Audit Approval
Client Report
Canfiguration

el Each Deferred Risk Assessment is to be invoiced on its own
. line with its Property Address and Client ID Number

Matenials

Material Inventory
Measure To Material
Equipment

notated in the comments/description section.
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Because it is the same funding source, “lead
paint”, lead evaluation deferrals can be put on the
same invoice with normal and completed lead
remediation jobs.

Please note that lead remediation jobs SHOULD
NOT be placed on the same invoice as lead

abatement jobs.
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